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For instructions on completing this form contact DHR Records Management Unlt, 47 Trinity Avenue, Atlanta, Georgia
30334, Phone - (404) 6564976 GIST: 221-4983

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESQURCES ARCHIVES AND HISTORY

Appiication Date Division of Family & Children Sérvices [Appiication Number
December 8, 1978 Sl.:ecialized Services Section/ Preven- 7 7- 8 2 - Q
i tive, Supportive, and Adult Services
Application N"m': Unit/ 2nd Floor - 618 Ponce de Leon Avel Dm Received 33';‘ Completed
DHR-108 '} N.E., Atlanta, Ga. 30306 - . | DEC 14 1978 1 - 51879
or Mrs. Frances Allen : : 894-4444 e
3 Action Requestad
o. O Establish Retention Schedule; record will continue to sccumulete,
b. O Dispose of pressnt sccumulation; no further sccumulation anticipated, -
e. EAmend Application No. 77-82 . Check One: O Change; Supercede; (O Void
4. Dates of Series " | 5. Racords Saries Title {followed by title used in office; I¥ different)
Eartiest Latest Legal Services Request/ Report Files
July, 1976 Fo present 8 ¢ q / Rep 1 ,
6. Division and Office Function What is the function of the Division and the OFfice In which this record serios is created?

The Speclalized Services Section, through the supervision of 19 State District Directors and
159 County Directors of Departments of Family and Children Services, has the responsibility
for overseeing the field administration of Services to Children and Families; Services to
Adults; Work Incentive Program (WIN); Support Programs; and the State Placement Program.

The Preventive, Supportive, and Adult Services Unit has the respoﬁsibillty to provide ser-
vices to County Departments of Family and Children Services through a cooperative agreement
between DHR and the State Department of Law. In arranging for this service, the State Attor-
ney General, through administrative order, appoints special attorneys (attorneys in private
practice in defined areas, State-wide) to assist the Attorney General and his staff in pro-
viding legal representation and consultation to staffs of County Depattments of Family and
Children Services.

7. Records Soriaq Description This file contains the fotlowing documents (include form numbers and titles, if sny):  Attach samples of the file.

Documents relating to: receiving requests from County Departments of Family & Children Services;
arranging for legal services to clients through the State Department of. Law; and ap-

mbtevdipg payment for those services.
form 510 (Rev. 9-77) (Legal Services Request/ Report) which shows DFACS Client Identifi-
cation (Case ID #, name of parents, name of child(ren); program area of service (child
protective services, adult protective services, foster care, adoption), eligibility
status (recipient of AFDC or SSI, income eligibility, protective services, or none of the
aforementioned); date, county, name of worker, name and address of attorney, and legal
services requested, and appropriate explanations. Also included is a monthly listing from
each attorney, State-wide, showing names of clients served and services rendered ‘corre-
spondence approving payment for services, ‘and related matters.

The file is srrenged : albhabétically by county; thereunder, alphabetically by name of attorney.

8. Monthly Refsrence Rate How often are records refarrad to which are: 1

°“j' to six months oid __=_£Q..__ : SU\\IB_I'I to twelve months old __3, wet i Thirtesn to twenty-four months old :
" twenty-five moathsend older ——_:.. 7 :

9. Annual Raw of Accumulation or Records

Latter-size drawers 1 ; Legalsize dr_awén —— e 3 SDBIVES _....____... H Othar {Specify)

Form 4898 (7.78) ' . (Over)




YES | NO | 10. Questionnairs _ (Place an “X" in the preper eolumn) * the complete file (including forg 510 and at .
a. Is this the official copy of the wrigs? D€YyS notgs are kept in this Unit —- the Stale Depar"i;ment .
X if not, whers Is it? Law has the o€f1c1a1 copy of applicable attorneys Jotes.
-{ b. Does the serias contain confidentisl informgtien requiring security handling? f yes, cite'law or regulation, . 7' -
X B see attached confidentiality statement i 3
X c. ls this a vital record? ' ) ' .
X d. Does this sriss have historical or long arrn research velue? )
X ¢. When ons or two documents in the file mako it noouury to mp thl entire file for a long penod could these documents
be schaduled separately? .- +
X | f. isthe informstion contained in this sirias ever pubtished? If yes, attach copy.
‘- d. 18 the information contained in this series ever analyzed undior recordad In . nummmud nport? )
X if yes, stiach copy.
x h. s thers a duplication of this series in your office, or in ancther ofﬁca or agency? State Department of Law, i
: I¥ yot, whers? DHR Budget Office and DHR Accounting Qffice
b4 I Is this series for & major portion of it} ugutnrly microfilmed? = - o o . i '
1] X j. Does the record series result in a compurter printout?
11. Retantion Requirements The following requires the series to be kept: )
a. Sute Lew ' —— vesn. d. Auditperlod —— VR4S,
b. Statuts of limitation —— Yesrs, s, Administrative need —2 . _years.
¢. Faderal law —_— YoM, , f.  Federal retsntion instructions PR L

Attach copy or excerpt of laws or regulations. Explain sdministrative need,

 for reference

12. Approved Dnnoﬂtion lnitrucﬁom ) This agency rocommnds th-t the ﬂlo mlu be cut off at the ond of uch

Preventive, Supportive, [jcetendar Yesr: EFiwal Yeor; O Other . —— then,
and Adult Services Unit _ _ N
& Hold in the current filesarss — . . mo_nt#l () 2 . year{s); than
+ O Transtor to locat holding srea; hold yoarls);then :
-0 Transfer to State Records c-nm, hold year(s); then .
- -8 Destroy : ..
O Transfer to State Archives for permanent mnnthn
O Other (Specity)

DHR Office of Budget Administration
Apply approved Schedule No. 75-240 — BUDGET (DHR '_Strate—Wii.'le)'rF;[-_LES
'DHR Office of Accounting Services

Apply approved Schedule No. 78-185 - ACCOUNTY PAYABLE (Expenditure Voucher) FILES

Thess instructions epply.to ail prior and fp}uﬁ ,‘tcdmuiatlm of the mm

Form 4958 (7-78) (Revefsd 8ide) T 3

Agtncy Head/Designes (Signaturs) I Date Records Managemant Officer (Signature) D
/ﬁj[,r .//M,qm/ 12-7-7%_. éﬁ?@‘éth W, Crggkcéi‘ﬁ = 12/7/78
- ) , . SwRecordsCommitge  Sgnatwre) " Dete
Towespond | s Augoromgnes Y
s s@ﬁ%ﬁmmw - @Mt&—é@ Y'ZM)?{ - J2.-22 7%
e cmmivmine | PV 009" s g7
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APPLICATION FOR RECORDS RETENTION SCHEDULE | gffietnTe SSehsany o0 STars,

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS 'See Publication No. 76—AM—1 for instructions on complating this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Gnorgaa. 30334,

Attention: Sduduling Saction, ) U _— _
FOR AGENCY USE | 1. Agency Addrass ' ) FOR RECORDS MANAGEMENT USE
Fagplication Dete "~} Department of Human Resources g Application Numbar
S Division of Social Services - 2
3/ 1‘?/ 77 - 1 Program Unit - Protective Services _ M ‘
Anﬁ@tlonunm 47 Trinity Avenue - .- . .7 . [ Dets Recsived Dltlcwl?plned n
DHR-130 : Atlanta, Georgia 30334 - . - |MAR 10 1977 | MAR 30 1977 .
2. Person to Contact ‘ Working Title Telephons Number '
Val Weathers : o Social Service Consultant - 656 -4470

3. Action Requested
8. @ Estabusn Retention Schedule; record wil continue to accumulate, 7
b. 3 Dispose of prasant aemmulmon' no further accumulation tnttc:pated : -

¢ 0 Amend Appl ieation : Check One: Chs G _Supercede; [J Void
4. Dates of Smu S0 5. Records Saries Title {follmd’by tide uad in office; if different] -
Earliest Latest e
1975 1 Present - Legal Services ReQues t/Report Files B '
8. Division and Offics Function What is the function of the Division and the Offleu in whlch this record series is created?

The Division of Social Services 1s responsible for administering, supervising and regulating
non-medical service programs directed to the indigent of the State. These services include
the placing of foster and adoptive children; and for providing counseling services in the
areas pertaining to the delivery of community social services. '

Legal Services are provided to Social Services staff of County Department of Family and _
Children Services through a cooperative agrecment between the Division of Social Services
and the Department of Law. The Attorney General by administrative order appoints all Spe-
clal Attorneys to assist the Attorney General and his staff in providing consultation and
representation to Social Services staff of County Departments of Family and Children Serviced.
Attornegs .m private practlve in each defined area are selected by the Department of Law.

(COntlnued ~_attached sheet)

7. Roeord Seriss Deseription - This file contains the fotlowing documents (inc/ude form numbm and m/n, if any}):
: Atnaach samples of the fiie,

Documents relating to: coord.matzng' request for legal services on behalf of cllents in the
following program areas, Child Protectzve Services, Adult PrOteCtJ.VG Serv.wes, Foster Care
and Adoption Services. ' . .
included are: Legal Services Reguest/Report (DCS/SSS—S.IO) 1dent:1fy.1ng requesting county DFACS,
date of request, caseworker's name, attorney’s name and address, type of legal services
needed, previous legal activi'tg on case and DFCS Client Identification. -

Files are arranged alphabet_zcallg by name of county thereunder, alphabetlcally by name 5

of client ! . -
. J ‘ i
. l . . -
8. Monthly Reference Rate '- : Hqgv often are records referred to which are: ]
Ona to six months oid — o twelve manths old ——; Thirteen to twenty-four monthsold __L_____..;
twerity-tive months mm__._ . = - no d -
e e L . . . K - bl £ ~
9. Annusl Rats of Accumulation of Records . o I ' T
Letter-size drawers , ; Legal-size drawets _. ' ; Shalves

; Other {pacity)

B

An—so-n Rev, 78 - ' T Gven




i

veg | nO |1 Onuﬁonmin __{Place an “X"" in the proper column) _ T
. I8 this the official copy of the saries? ! o B
X um ' s A
% b. Does the nﬂn contain conﬂdentinl mformat:on requiring security handling? lf yes, cita law or reguiation. o
X | o lgthisavital rocord_? '
X1 d d, Does this saries have historical or Iongtnrm research value?
¢. When one or two documents in the file makae it necessary to keep the entire file for 2 lonq pmod could these
X _documents be scheduled separatelv? -
A nammmnmmmﬂmﬂwmmm 1A
g ls mﬁm’mntamed in this series aver mlvnd and/oc reeorded in a summarized report?
X I vil - copy. «» Monthly reports _
J h. ls thers a dupiication of this series in your office, or in anather office or agency? '
X ] _tves where? County DFACS, Attorney _
X[ iashis mﬂmmmmmmm?
o tout? .
11. Retention Requirsments Thn following roquam the series to be kept'
aSntlLlw L e ymt, : d, Auditperiod -~ - L ' years.
- b, Statute of limitation - _— —years. © & Administrative need —_ 3 _yems.
e Ftdml law’ - . _years. ' f Federal mant{on mstructions : —"
Amch u:w ‘or excart of lam or nculltiem Explmn adrnimmtive need,
Offlee_reference need is a maximum 3 years. .
12. Approved blspé:!tion limcﬂom " This agency recommends that the file saries be cut off at the end of each: |
S O Calendar Yesr; O Fiscal Year; 8 Other __See below = then,

O Hold in the current files ares monm(s) ——a YR3E(s); then
O Transter to local holding area; hold year(s); then :
O Trangfer to State Rcwrds Clntar hold __...._.._.vear(s) then
O Destroy. - . - L

" Trangfer to Suto Arcmm for purrnanent rltention
a Othcr ISpecifyl - '

Startlng January 1, ,1977, cut-off file every six montbs, then transfer to the State
Records Center, hold 3 years; then destroy. : -

1

1

Thess instructions apmy to ail prior and fyture accumulations of the series.

Agency Hesd/Dsignde (Signaars) Records Management Officer _[Signature) Dats

' V@Mm ez | Wl o ol d R {577

State Records Committes (Signature)

Rcmmmcn‘daﬁomin para- AT . L - . T+ p“.- '
oraph 12 are approved, State Auditor/Designee M\ ?-— gq’n _
(If disspproved, sttach latter 7 P

of explanation.) Secre te/Designee C' Wﬁé (7 W s | P28~ 77
Atmrru'v Gcimal)t)_ésiq_nn /A?ﬁfz W 3- 277

Y = e ) ' : (Rt Siad
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» Department of Human Resources Page 3
Divigsion of Social Services
Program Unit - Protective Services
47 Trinity Avenue
Atlanta, Georgia 30334

i
»

#6 (continued)

The Attorneys prepare itemized monthly statements of legal services provided.
These statements are submitted to the Department of Law for payment and forwarded
to the Division of Social Services for reimbursement. Consultation is reimbursed
at $30.00 per hour; representation is reimbursed at $35.00 per hour. Social Ser-
vices staff initiate legal services by submitting Form (DCS/5S85-510) monthly to
account for activities of the lawyer related to that particular child/family.
Submittal] of Form 510 to the State Office authorizes reimbursement for the attor-
ney's services. Cases may remain active for a number of months.




